How to Create a New Subject in DISS

As we prepare to transition to the Defense Information System for Security (DISS), the below
information will help guide you through How to Create a New Subject in DISS.

[l To create a new Subject in DISS ensure you have the correct permissions:
Permissible Roles(s):

Security Officer
Account Manager
Hierarchy Manager
Security Manager
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[J Inthe Subject control panel, click on the Create Subject menu option. The Create Subject tab will
open in the viewing window with Subject Information to be filled in.

[] Enter the SSN
o Fill'in the subject’s First Name (legal given name, no nick names).
o Fill'in the subject’s Last Name (legal given name, no nick names).
o Use the drop-down menu to select the subject’s Birth Country. Enter text into the
search field to filter by country.
o If United States is selected as the subject’s Birth Country, use the drop-down menu
to select the subject’s Birth State. Use the search field to find a specific state.
Type in the Birth City.
If a country other than the United States is selected as the Birth Country, State and
City are not required.
To enter the Date of Birth, click on the calendar icon to display the calendar.
Use the drop-down menu to select the subject’s Suffix, if applicable.
Use the drop-down menu to select the subject’s Gender.
Use the drop-down menu to select the subject’s Marital Status.
If United States is selected as the Birth Country, a citizenship for United States is
automatically created and displays in the Citizenship Information table.
e If a country is other than the United States is selected as the Birth Country,
select Add Citizenship in the Citizenship Information panel.
o A pop-up window called Create Citizenship opens.
o Select United States as Country.
o Then identify how they became a US citizen by selecting from the following
options:
o Naturalized Citizen
o Born to US parent(s) in a foreign country
o Bornin the US or US territory/commonwealth
o Citizenship date.
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o Date when they were naturalized for Naturalized Citizen.
o Enter their birth date if Born to US parent(s) in a foreign country.
o Enter their birth date if Born in the US or US territory/commonwealth.

o Then select Create.
o The citizenship now displays in the Citizenship Information table.
o Inthe Category and Relationship panel, use the drop-down menu to select a Category
Type.
= [f you are creating a subject in an Industry SMO, the only option is Industry.
= Then select the appropriate Industry Classification code (Contractor/Consultant)
o Click Create Subject to save changes.
o A Confirmation pop-up window opens. Click Yes to save the changes, or No to return to
the Create Subject tab for corrections.
o If you select save changes you will be directed to the Subject Details tab, which has been
automatically created for the new subject.

Troubleshooting

What is a PSSN Option?
Pseudo SSN (PSSN) is for foreign nationals that do not have an SSN. The system requires a unique

identifier. The PSSN would be used when you want to submit someone for Limited Access Authority
(LAA).

NOTE: Process is subject to change, as system is still under development. If you encounter issues, call
the DCSA Knowledge Center 1-888-282-7682.
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